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RECORDS RETENTION AND DISPOSAL SCHEDULE

AGENCY pept. of Public Works

DIVISION Traffic Maint.

itern No.‘

Descriction

' Retentcn

1.

Traffic Service Maintenance Order

Files include original records of call-in requests from
citizens for sign repair/replacement and the work is
done by crew.

Safety

Files include safety committee meeting minutes, safety
correspondence and other related safety information.

Recovery of Cost.

Includes files for various County departments plus B&A
Trail, Fire Lanes, Handicapped Parking Businesses and

‘|Private, and Community Crime Watch.

Clothing Contract Invoices (CINTAS)

Files include weekly invoice copies of employee work
clothing charges.

Signal Report

Files include information on daily signal work by crew.

Signal Intersection Files

Files include information on signal intersection
as-builts and cabinet prints and correspondence.

Retain 5 years, then
destroy.

Retain current and
previous calendar year,
then destroy.

Purge annually and
retain for five years,
then destroy.

Retain current and
previous calendar year,
then destroy.

Retained daily in
computer. Retain five
years, then destroy.

Retain as long as we
maintain intersection
plus § years longer,

Schecuie Acprovea by
Recoras Management Clficar

fa,

Scheauie Agpraved by

bl

Chief Admmisgagve Officer

then destroy.
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Scheauls No.
Anne Arundel County C-779
OFFICE OF CENTRAL SERVICES Page No.
Records Management Division 2 of 2
Item No. Description Retention
7. | Overtime Reports

Files include list of individual department employee
overtime hours worked.

Retain active current
calendar year, then

destroy.




- INSTRUSTICNS — TYPE CR PRINT A SEPARATE FOAM FOR EACH New
REVISED RECTRD SERIES. FORWARD WITH RECCROS RETENTION

UEPARTMEN | ulr SCIGAAL SEAYIwes
RECSADS MANAGEMENT CIViSION

MICINS ¢ NG\ wrMNiiw HITL Y N

DEFINITION - Records Sedes - A grouo of raisted records normuly flled and ussa as 2 unit for referencs as

wail 28 retandon snd discosition purposes.

SCHEDULE (DGS 330:1) TITL WATESLCD 9CAD - |
‘ 0. BAX T3 - JZSSUP. WARYUWD 0T Page _1 0§ @
\
1. DEPARTMENTIAGENCY 2 DIVISION 1, UNIT
Anne Arundel County Dept. of Public Works Highwavs/Traffic Maint.Shoo

4

RECCRD SERIES TITLE

Traffic Service Maintenance Order

% EARULIEST YEAR !/ LATETEST YEAR

1289 10_1994

6. RECSRD SERUES DESCRIPTION ( Briefly cescroe the types of wfGrmalion/oocumentsitanms found in e Senes. Incuce the purocse of funmon of (he Senes;

Files include original records of call-in requests from citizens for sign repair/
replacement and the work isdone by the crew.

7. RECCRD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME :
X Fie Orawens)
X Lener Sge g Microfim & Acracenc 8 Microrim Rees (s)
G Comouter Tzoe (S)
a legal Sze O Comouter Tape 3 Numenct 6 Q Qther (Specty)
S Sound Bocx O Flapy Oisk g Chronoope Numper
a Audc {aoe Q Video Tzpe ! Geogracrocal 10. ANNUAL ACCUMULATION
Q Fle Orawer (3)
Q Cther (Soectty) Q Other (Soecty) G Migoiim Rest ()
S Comouer Tapets)
Q Other(Speaty}
B G
Numoer
11. FILE IS USED 12. FILE IECTUES INACTIVE AFTER
& Oaiy . 3 Wesy a Momy S Q@ Momngs) 8 Yeans)
Nunoer
13, CURRENT LOCATION(S) (Blag., Fioor. Reom) 14. S RECORD SERIES DUPUICATED ELSEWHERE? {If yes. soecxy agency or cffice}
409 Broadneck Road X Yes Traffic Fnginsering g No -
15. ACCESS RESTRICTIONS (If yes, cte tawis) & requiabonis) 18. AUDIT REQUIREMENTS !
]
o Yes X No R None q Slate Q Feceral G  incepencent :
17. IS AN INOEX SYSTEM USED? (I yes, exxman onesly ang 18. RECCMMENODED RETENTION i
QESSDR any rarowaresscitware) |
S years i
o Yes X No
‘| 19. MAME AND TITLE OF PREPARER 2. TELEPHONE NUMBER 2. DATE I
f . . i
: Emily Thomas 222-1940 5/23/94 !
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INSTRUGCTONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
AREVISED RECSRO SERIES FORWARD WITH RECCROS RETENTION

SCHEDULE (DGS 250-1)

1. DEPARTHENT/AGENCY

Anne Arundel County

OEPARTMENT OF GENERAL SERVICES
RECZROS MANAGZMENT OMISICN
TZ'S WATERLGS ROAD
PQ. 80X 73 - ESSUP, VARYLAND 734 Page _2

AGENCY REZZROS INVENTCRY

a 4.

2 DvisioN

1 UNT

Dept. of Public Works Highways/Traffic Maint.Shecp

DEFINTTION - Records Sentes - A greup of reiated recoras nermuly fled 1ad used 2a 2 unit for referenca as wei 28 rvtandon and dissorrdon guroeoses,

4 RECSRO SERIES TITLE

Safety

S, SARUEST YEAR / LATETEST YEAR

1903 "Miac4

& RECSRD SERUES DESCRIPTION ( Snerly cescrde (he fypes of informanorvoccumennssionms found (n the Senes. IRCuoe (he Cwroese of functan o the Senss)

Files include safety committee meeting minutes, safety correspondence and other related

safety information.

7. RECORD SERIES FORMAT({S) 5. RECORD SERIES SEQUENCE 3. YOLUME . .
G Fe Orzwens)
& Leaer Sze O Microfim 8 Abhaoencat Q Micoim Rees (3)
G Comouer Te (3}
Q lexgat Sze Q Comowter Toe 8 Numenat L Q Other (Soecy) o
g Bou SBocx G Racoy Ok 0 Cironoopet Numoer
Q Auda Taoe G Video Tx0e 8 Geograomea 8. ANNUAL ACTUMULATION
. G e dawer (3}
a Ciher (Soecty) O Other (Specty) 8 Nicoim Ress (3)
’ G Comouer Tapets)
. O Oher (Soectyy
NA
Numoer
11. FILE IS USED 12, FILE SECCMES INACTIVE AFTER
a Caiy O Weexty X Momny —_— 3 Monmis) £ Yeans)
) Nurmoer

13, CURRENT LOCATION(S) (Bidy, Foor, Room)

409 Broadneck Road

14. IS RECORD SERIES DUPUCATED ELSEWHERE? (f yex specy agency or affice}

oc Yes Safety Office a No -

15, ACSTSS AESTRICTIONS (If yes, cte fawis) & requunonts)

o Yes 8 No

18, AUOIT REQUIREMENTS

G None Q Stawe Q Fecerat Q  inaeoencent

17. IS AN INOEX SYSTEM USED? (If yex expmm onefly ana
QsSIITe any Mamwarersoitware)

S Yes 2 No

1€ RECSMMENDED RETENTICN

2 years

19. NAME AND TTTLE QOF PREPARER

Emily Thomas

2. TELZFHQNE NUMBER
222-1%240

2. JATE
5/23/°94




INSTAUSTICNS - TYPE OR PRINT A SEPARATE FORM FUR b nere
REVISED RECCRO SERIES, FORWARD WITH RECCADS AETENTION
SCHEDWLE {DGS 350-1)

e e

1. DEPARTMENT/AGENCY
Anne Arundel County

ema cwea ¢ ienmmy -

RECZRDS MANAGEMENT CIVISION
7TS WATERLOG ROAQ
PQ. 50X T3 - ESSUP. VARYLANG 734

2, DIVISION
Dept. of Public Works

Page ) cxg-

1 UNIT

Highways/Traffic Maint.Shop

DEFINITION - Recards Senes - A grous of reiatad recorus normaiy fled 1ad usea as 2 umt far reference as

wul a8 retantion ang dissomdon purpcses, l

4 RECORD SERIES TITLE

Recovery of Cost .

& EARLIEST YEAR / LATETEST YEAR

To_1994

& RECTRD SERIES DESCRIPTION ( Bnesty cescride (he fypes of ormancveacumenyfonns (ound i (e Sefies.  INCuOe INS CUIDCS® of funcoan of the Senes)

Includes files for various County departments plus B&A Trail, Fire Lanes, Handlcapped

Parking businesses and private,

and Community Crime Watch.

7. RECDRD SERIES FORMAI®S) 8. RECCRD SERIES SEQUENCE 4. VOLUME
R e Qrawens)
X Leaer Sge a Micreiim L Abraoenc Q Micim Keet (S)
Q Comower T2pe (s)
Q legai Sze a Comoutes Taoe G MNunencat Q Ctner (Specy)
——
O Bound Boex 8 Rocgy Oisk a Chronoopes Numoer
8 Audo Te 3 Video Taoe aQ Geograomea 10 ANNUAL ACSUMULATION
Q Fie Qrawer (s)
Other (Specy a Other (Specty) a Mioodm Ree (s}
° ‘ , a Comoaer Tpets) I
" i
NA Q Cther (Specty) l
Numoer }
11. ALE IS USED 12, FILE SECCMES INACTIVE AFTER
a Dady X Weexy a  Momny —_— 3  Momns} X Yeans)
Numoer -
. |
13, CURRENT LOCATION(S) (Bidg, rloor. Room) 14, 1S RECORD SERIES QUPUICATED EL.SEWHERE? (If yex cDecdy agency of office)
409 Broadneck Road & Yes Traffic Engineering g No i
15. ACZZSS RESTRICTIONS (If yes, cze faw(s} & requzataanis) 16. AUOIT REQUIREMENTS -
o Ye & Na G None a Stae Q Feoerat O Incepencent
17. IS AN INDEX SYSTEM USED? (f yes. expaan onefly ana 12, RECTMMENDED RETENTICN
deszTR @AY MArwarersoitwang)
5 years
o Yes aX No
19. NAME AMD TTTLE OF PREPARER 2. TELZPHONE NUMBER L DATE
Emily Thomas 222-~1940 S/23/24

—
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INYTHYGL UMD = ¢ TP UN PRINT A SEPARATE FUAM run eavwn e Uc?ﬂﬂmhﬂl WGP WEIEN ML JCAVILEY AUGNCT MELLAUS IBVEY I UAT

REVISED RECCRD SZRIES. FORWARD WITH RECSRDS RETENMON RECRRDS MANAGEMENT OIVESION H
SCHEDWLE (DGS 350-1) A . 7T WATESLOZ 9CAD

PO. BOX 7% . ;ZSSUP. VARYLAND X734 Page S l

e e e e —

1. DEPARTMENTIAGENCY 2 OWISION ‘ L umIT i ' |

Anne Arundel County tDer_:>t. of Public Works Highwavs/Traffic Maint.Shoo &

DEFINITION - Recoras Senss - A grouo of reistyd recoras nomuily flled 1ad used as s unit for refsrence as wedl 18 retantion nd disoomtion puroses. i:

4, RECCRD SERIES TITLE S. EARUEST YEAR / LATETEST YEAR {

Clothing Contract Invoices (CINTAS) 1003 79_19%4

& RECCRD SERIES CESCRIPTION ( 8nefy cescroe ine types of informanavooaumemsioms jound i ihe Senes.  Incuce the ourcose of ‘unczion of e Senes)

Files include weekly invoice copies of employee work clothing charges.

N :
!
- 1
i
1
I
!;
I
|
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME . ;
| ® Fie Orawens) !
¢ Lener Sce O Microfim ‘e Abhavencal 8 Micorim Reet (3) :
Q Comouer Taoe (s) :
C Lecat Sze 0 Comenter Tave O Numenca Q Other (Soecy) :
) : part of 1
Q Sound Bocx Q Flocoy Oisk H Chronooges Numoer
g Audo Toe G Video Tape " a Geogaomea 10, ANNUAL ACCUMULATION
R Fle Orawer (s)
Q Cther (Soecay) _ a Cther (Specty) Q Micrerim Rees (s)
Q Comouaer Tapets)
Q Cther(Specty)
NA -
Numper
11. FILE IS USED 12 FILE 3ECCUES INACTIVE AFTER
S Oady . & Weexy 1 Momnty 2 a  Monmts) & Yeans)
Numper
13. CURRENT LOCATION(S) (Blog, Fioor. Room) 14. 1S RECORD SERUES DUPUCATED ELSEWHERE? {If yes. soecdy agency cr ofice)
409 Broadneck Road & Ye _Finance g No N
15. ACSZSS RESTRICTIONS (f yes ce lawts) & reguanonts) 18. AUDIT REQUIREMENTS
t o Yes X No ] None a State g Feoeral Q inoepencem
17. IS AN INODEX SYSTEM USED? (If yes, expmm Cnatly ana 13. RECCMMENOED RETENTION
QEscIoe ANy harowaressoitwared
a Yes £ No - 2 years
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 1. DATE
! i -
: Emily Thomas 222~1940 5,/23/94

TR LS P VT




ITTRUGTIONS — TYPE OR PRINT A SEPARATE FOAM FOR EACH New
REVISED RECCRO SERIES. FORWARD wiT RECCROS RETENTION
SCHEDWLE (DG3 S0-1)

UEPARTMEN | Wi WENER AL 3GV IVGS
RECCROS MANAGEZMENT GIVISICN
TIIS 'NATESLCC 2CAD
PO. BOX IS - .c3SUP. WARYLAND 20734

ALCVG | ACLwUG HwwavIun g il

Page & ot q_ |

m

1. DEPARTMENTIAGENCY
Anne Arundel County

2 DViSION
Dept. of Public Works

1 UNIT : H
Highways/Traffic Maint.Shop |

I
1
f

DEFINITICN - Records Sartes - A group of raiatyd fecoras normauly flled and usea s & unit for reference as

weil 18 retanton and discosticn surposes. i

4. RECORD SERIES TITLE
Signal Report

S. EARLIEST YEAR / LATETEST YEAR |
1992 .9 1994 }

& RECCRD SERUES DESCRIPTION ( Enerdy cesere the types of ifermatiarvaocumensicms iound i the Senes. incuce (ne purbase o function of ihe Senes)

Files include information on daily signal work by crew.

7. RECTRD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

3. YOLUME .
Q Fie Orawens)

0 Leaer Sge Q Microfim 8 Abhapeuc Q Microtim Rees (s)
R Comouter Tape (s) disc
Q Lewai Sge a Comoner Tape Q Numencat 1 G Qther (Specdy)
a Soundg Socx {. Flagoy Qs g Chrenoogpet Numper
a i ixe Q Video Tzpe B Geogrzemeat 10 ANNUAL ACCSUMULATION
a Fie Qrawer (s)
Q Cther (Soecv) ._Mega/disc space " @ Other (Specsy) Q Micuiim Res (s)
O Comouter Tapets)
Q Cther(Specty)
NA
Numpes
11. FILE IS USED 12 FILE 3ECCSMES INACTIVE AFTER
g Oav . 3 Weexy Q  Monny 5 g  Momnis) @ Yeans)
Numoer

13, CURRENT LOCATION(S) (Blog., Fioor, Room)

409 Broadneck Road

14 IS RECORD SERIES QUPUICATED ELSEWHERE? (i yex soeciy agency cor cficel

o Ys Traffic Fnginesring Q No

15. ACCTZIES RESTRICTIONS (I yes, cte taws) & reguationis)

o Yes X Na

18. AUQIT REQUIREMENTS

] None a Stae a

Inoepencent

17. IS AN INDEX SYSTEM USED? {if yes, exntam cnefly ang
QEsCTDe any harowaressoitware)

R Ye2_Dobagae 3 No

18. RECCMMENDED RETENTION

S years

19. MAME AND TITLE OF PREPARER

Emily Thomas

20. TELEPMONE NUMBER

222-1240

1. DATE

(]
~N
i3
]
~
o}
JoN

SOS S O oesm T




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FON EALA NEM | UEFAR IMEN | UF GEAENAL SEMY heta ASEING | ACe nes G
REVISED RECTRD SERIES. FORWARD WITH RECCRDS RETENTION RECSACS MANAGEHEMT CIVISICN
SCHEDULE (DGS 550-1) TS WATERLSS 9CAD
. PO. BOX I3 - ;Z53UP. VARYUND 07H Paga _ é& a b
1. DEPARTMENTIAGENCY Z DMVISION . UNIT
Anne Arundel Countv Dept. of Public Works Highways/Traffic Maint.Shop
QOEFINITION - Records Sares - A graup of reiatyd records nemusly flled end usea ss 2 unit for referencs as weil s retantion aad discoston purposes.
4. RECQRD SERIES TITLE . EARUIEST YEAR / LATETEST YEAR
Signal Intersection Files 189 -p1994
§&. RECCRD SERIES OESCRIPTION ( Snedly cescroe the types of nformatiorvoocuments/foms found i (ne Senes. [nciuoe the ourdase of funcaon of tha Senes;
Files include information on signal intersection as-builts and cabinet prints and -
correspondence.
7. RECCZRD SERIES FORMATIS) 8. RECORD SERIES SEQUENCE 3. VOLUME .
. X Fie Orawens)
G Leter Sge Q Micoim X Abhaoeuca G Micrritm Resd (3)
Q Cunmger Tae (s)
QKX Lecmy Sge 0 Comouter Tape G Numencz Q Other (Specry)
. _
a BSouna Boox G Flcoy Oisk 8 Chronooges Numboer
Q Audo Tae o Video e 8 Geagranncm 10, ANNUAL ACCTMULATION
X Fie Jrawer (3)
G Other (Soecry) _. a Other (Specsy) O Micuoiim Rest (5)
G Comouger Tapms)
Q Cther (Specty)
paxt of 1
Numper
11. FILE IS USED 12. FILE 3ECCUES INACTIVE AFTER
o Dadty . O Weexty X Montnty - a  Monin(s) s Yeans)
Numper
1. CURRENT LOCATION(S) (Blag, Fioor. Room) 14, IS RECORD SERIES DUPUCATED ELSEWHERE? (If yex soecxy agency of cffice)
/
409 Broadneck Road X Yes _Traffic FEnginsering g No i
15. ACCTESS RESTRICTIONS (If yes. ct2 taws) & requiatiorus) 16, AUDIT REQUIREMENTS :
c Yes X No X None Q Stae Q Feoeral Q  Ingepencenm
17. IS AN INDEX SYSTEM USED? (If yes. exomm onesly ang 18, RECCMMENOED RETENTION
ossCDe any narowarersontwarey
I
a Ye 2 No 5 years :
]
| 13, NAME AND TITLE OF PREPARER 0. TELEPHONE NUMBER . DATE !
i ‘
‘ . !
Zmilv Thomas 222-7331 5/23/94 !

SN LS Py T




INSTE "TCTAMS ~ {YPE OR PRINT A SEPARATE FORM FOR EALH New UBFAK TMEN| UP IEXCIAL SEAVIvGD AGENG | RELLALSD 1Y EIY U ¢
REVISED RECCRD SERIES. FORWARD WITH RECCROS RETENTION RECZARDS MANAGEMEMT DIVISION
SCHEDULE (OGS 25-1) 727 WATEALCS 9GAD
' PO. 50X TS - ;ZSSUP, VARYLAND 0T34 Page __ "4 a_ "
1. DEPARTMENT/AGENCY 2 dmsicN ’ 1. UNIT
Anne Arundel County Dept. of Public Works Highwavs/Traffic Maint.Shop

DEFINITICN - Recoras Saas - A groun of reiated records normaily flled 1nd used av a unit for referenca as weil 18 retantion and discoartion gurgoses.

4 RECCRD SERIES TITLE 5. EARULIEST YEAR / LATETEST YEAR

Overtime Reports 1993 rp_1994

6. RECCRD SERIES DESCRIPTION ( Bnefly cescroe the types of informaticnvaccumentsAamns foung i (he Senies. Incuoe the purpcse of funcion of the Saness

Files include list of individual departmental employee overtime hours worked.

7. RECORD SERIES FORMATS) 8. RECORD SERIES SEQUENCE 9. YOLUME .
X3 File Qrawens)
8 Lener Sze g Microfim G Abhaoeucat 8 Microrim Reet (8)
: Q Commaer fape (3)
Q Legas Sge a Comouwer Tape G Numenc Q Other (Speety)
part of 1
S Boung Socx 3 Flocoy Oisk g Chronoogcat Numoer
g Awio Tae Q. Video ape - yo— 10. ANNUAL ACCUMULATION
' Q Flle Orawer (3)
Q Other (Soectty) : 8 Qther (Spexxiy) Q Micofiim Reet (S)
Q Comouter Tapets)
NA Q Clher (Speaty)
Numoer
11. FILE IS USED ' 12 FILE SECCMES INACTIVE AFTER
g Oay . B Weexy a Momny S R Q Momms) g Years)
' Numper
13. CURRENT LOCATION(S) (Bldg., Fioor. Rooms 14, {S RECORD SERIES DUPUCATED ELSEWHERE? (If yes. svecsy agency or ofice)
409 Broadneck Road 8 Ys _Pavroll g No ~
18. ACTZSS RESTRICTIONS (If yes. cte iaws) & reguationts) 18. AUDCIT REQUIREMENTS
S Yes B No X None g State Q Feoera O Inoepencent
17. IS AN INDEX SYSTEM USED? (f yes. expram onesly ana 18. RECCMMENOED RETENTION
QEsZDe any harowarnysatware)
o Yes @ No 1 year
| 13. NAME AND TITLE OF SREPARER 0. TELEPMOME NUMBER 2L JATE '
|  Emily Thomas ' 222-1940 5/23/94 b

SRR A3 d Paeonm LT




